Chapter 4 — Edit, Cancel, Extend or Modify an
OPM Vacancy Announcement Template

Option Action
#
1 Deleting an OPM Job Announcement

A) You must forward a copy of the original OPM vacancy announcement template e-mail that
was sent to OPM when the job announcement was created. In the To Line: type in
job.entry@jobentry.opm.gov. In the Subject Line: type in “D” with one space and then the OPM

Confirmation Control Number. You will need to delete any other headings that may be attached

to the file, since you are forwarding the email. The body of the e-mail should start with ====
START

B) Press the Send button to send the template to OPM to delete the vacancy announcement.
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C) When the Job Announcement is DELETED, OPM will send you a confirmation e-mail stating
that the control number was deleted. Below is an example E-mail message received from OPM
indicating that the control number 199934, for the vacancy announcement was successfully
deleted.
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Option Action
#
2 Changing an OPM Job Announcement

A) You must forward a copy of the original OPM vacancy announcement template e-mail that
was sent to OPM when the job announcement was created. In the “To” Line: type in
job.entry@jobentry.opm.gov. In the “Subject Line”, type in “C” with one space and then the
OPM confirmation control number. You will need to delete any other headings that may be
attached to the file, since you are forwarding the email. The body of the e-mail should start with
====START OF ANNOUNCEMENT TEMPLATE====.

B) Complete appropriate changes to the template and click on the Send button. This action will
change the OPM Job Vacancy Announcement that was originally created with confirmation
control number 209183.

B2 - Mesiage [Plain Beal] B 8=
O i e s fgas Juh o e - "
k| I S R b | o L

——f ! b T HARrE EEREEERE—

Tiks |-' Th el MY SR

=wwn ETART OF UTHCEHERT TEAPLATE wwes =
USEH WAME (0N BTLLIETLF BOAED|  AFFC DECTD

IFiSEIEL

|-"1I K F

STUCENT EMPLOTMERT (EFPORTIMITIES: H

I'IlIL[I POSITIOR BE FI1LED &S PART-TINE OF J0E SHIFE. X
{ETHLIC

STATI X

JCENCY EMFLOTEES ONLY

[FTERHAL = MEWCT FAGE OFLT

PR ARS0OSTENENT HTHEER: OWEAE§0LT1Y
OCOIPATIOMAL SERIES. 0341
-.-II"UH.T MRl SIFFLN.
TITLE: HARMGEMENT aMalTET
rl'"I.EIZ: T4 THFOERATION TECHRIISGCT SEARCH W

FEERAL PJ.'.' FLAF: 5

et TPE

IMINCHDH STARTING SALARS 43847
MEXCEM SALASY. E3629
EESISHLKE CRALE LI

{EADTHG GRAIE: 11

'EE':HA.-TI:-:H FUTEHTIAL
DIFATION = BOURS: F

MTRLTION - AFFOLFTEENT: E

FENING DATE #R-0farRer. 01202004
CLIEIRG [WTE #r-dfarmmd D471L77008

LOCKTIOR | - MINEER OF TACAFCIES: OB
IOCATICR | - DOCATION MANE: Oasba asd Cdlatl dit
ILOCATIOF | - DOTY DLOCETOON CODE: D2

LOCATICN 2 - WONEER OF WACAFCTES fOPTIOHAL)
AOCATION 1 = LOCATION MAEE «0FTIORAL)

QOCATION 1 - DUTY LOCETION CORE [DETIUNAL)
(LGCATION 1 - WONEER OF WACAFCIES o (FTIOHAL|

LOCATIOR 1 = LOCATIOH RARE (DSTICHAL)
[ICLATIOR 1 - DUTY LOCETION CIRE [OETIORAL) =

wat| 8 D | Eae- ] o1 |ﬂ-|:|-ru:1] w1 21008 FIGES

User’s Guide to Posting External/Internal Vacancy Announcements
AFPC/DPCXT, Revised June 2004 Chapter 4, page 3 of 9


mailto:job.entry@jobentry.opm.gov

C) When the Job Announcement is CHANGED by OPM, you will receive a confirmation
e-mail message indicating that the record changed in the OPM vacancy database.
Below is a sample e-mail message received from OPM, indicating that the record was

changed.
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Note: Although enhancements were made to the OPM USAJOBS website in August 2003 that
enabled users to edit or modify job announcements online, all "AFPC" users should continue to
use the OPM Template vacancy announcement template process in the previous section to post,
edit or cancel external/DEU job announcements. If you are having difficulty in completing or
modifying the vacancy announcement E-mail template described earlier in this chapter, or require
immediate posting of your announcement, you may use the alternative process described in
Option 3 below:

Option Action
#
3 Editing, Canceling, Extending or Modifying an OPM Vacancy Announcement

A) To edit or modify an existing Vacancy Announcement posted to the USAJOBS website using
Employer Services, click on the “Manage Job Postings” button.
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B) The following screen will appear. You may customize your search by filtering by date, status
or location of the position or by scrolling down to view the list of vacancy announcements that
have been posted for the Air Force Personnel Center.
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C) The Manage Job Postings page lets you preview, edit, copy, extend, and cancel your Job
Postings

The following are OPM definitions for each function within the USAJOBS website to assist you in
making the appropriate choice concerning modification of your vacancy announcement:

Preview: Click this icon to view the information that Job Seekers will see when viewing the Job
Posting.

Edit: Click this icon to modify the information associated with a Job Posting.

Copy: Click this icon to create a new job posting (and accompanying folder) based on a
previously posted Job. Copying is useful for creating new Job Postings that are similar to
previously posted Jobs and for posting Jobs that will be listed at more than three duty locations.
After clicking the “Copy This Job” icon, you'll have an opportunity to review all job-related
information, make any necessary edits, and complete the Create & Post a Job process.
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D) To edit an existing vacancy announcement, scroll to locate the appropriate announcement,
click in the block next to the job title to select the vacancy announcement and select the edit
icon located before the category of the vacancy announcement.
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E) Select the appropriate job information you wish to edit and make appropriate changes
then scroll to the bottom of the screen
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F) Once the changes have been made, select the “Post Now” button to post instant changes
to the vacancy announcement
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G) If you wish to delete the vacancy announcement, click on the box next to position title
and then the “Cancel” button or select the “Extend” button to extend the closing date of
an announcement
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